Confidential    Caterham High School
Higher Level Teaching Assistant
JOB DESCRIPTION
Job Title:

Higher Level Teaching Assistant
Grade:


LBR 6 SCP 18 
Responsible to:

SENDCo 
Hours:


35 hours per week/44.20 weeks per year 
Date of Job Spec: 
September 2020
MAIN DUTIES AND RESPONSIBILITIES

Main Purpose: Professional Values and Practice
To work as a member of the Inclusion Department team, demonstrating commitment to the school’s inclusive ethos by working with all students 
To have high expectations of all students; respect their social, cultural, linguistic, religious and ethnic backgrounds and are committed to raising their educational achievement.

To work with identified students as directed by Inclusion managers, middle leaders and classroom teachers (as appropriate) or SLT.

To build and maintain successful relationships with students, treat them consistently, with respect and consideration, and demonstrate concern for their development as learners.

Demonstrate the positive values, attitudes and behaviour they expect from children and young people.

To communicate effectively and sensitively with children, young people, colleagues, parents and carers to ensure students are safe, integrated in the Caterham community and experience good provision. 

To work collaboratively with colleagues and supportively create a team ethos, and carry out their roles effectively, knowing when to seek help and advice.

Recognise and respect the contribution that parents and carers can make to the development and well-being of children and young people.

Improve their own knowledge and practice, including through training, observation, evaluation and discussions with colleagues and responding to advice and feedback.

(Note: All staff in the Inclusion Department will support the inclusive ethos of the school and will work with all students that the Inclusion Department supports or as need arises to support good teaching and learning across the school.)
Specific Responsibilities, Knowledge and Understanding   
· Ensure sufficient understanding of their specialist area to support students’ learning and acquire further knowledge to contribute effectively and with confidence to the classes in which they are involved in.

· Understand the key factors that affect students and young people with SEND, or other needs, and use this knowledge to ensure progress and learning
· Contribute effectively to personalised provision by taking account of a range of factors e.g. need, diversity etc and demonstrate this in their practice and provision
· Use familiarity of the school curriculum, age related expectations of students, the main teaching methods and the testing/ examination frameworks in the subjects and age ranges in which they are involved to ensure good provision
· Ensure understanding of the aims, content, teaching strategies and intended outcomes for the lessons in which they are involved, and understand the place of these in the related teaching programme.
· Contribute to the development and implementation of Individual Development Plans for students and attend and contribute to reviews
· Support the management of TAs where requested by SENDCo or Assistant Head
· Use ICT to advance students’ learning, and use common ICT tools for their own and students’ benefit.

· Know the statutory frameworks relevant to their role and use this to inform practice.

· Know a range of strategies to establish a purposeful learning environment and to promote good behaviour to ensure students achieve well
· Know how to support learners in accessing the curriculum in accordance with the special educational needs (SEN) code of practice and disabilities legislation.

· Know how other frameworks that support the development and well-being of children and young people, impact upon their practice

· administer medication for some students in accordance with an agreed plan under direction of healthcare practitioner or line manager, and undertake training as appropriate

· assist students with mobility, eating, dressing and hygiene, as required, whilst encouraging independence 
· Support and assist transition of students when they join Caterham High, in whichever year group
· Liaise with staff and other relevant professionals and provide information about students as appropriate

Teaching and Learning, Progress and Attainment
· Support teachers using their expertise to assess student needs and progress and use detailed knowlege and specialist skils to support learning and promote independence

· Contribute to planning and evaluation of lessons within a framework set by the teacher

· Devise clearly structured activities that interest and motivate learners and advance their learning and ensure their inclusion in learning 
· Contribute effectively to the selection and preparation of teaching resources that meet the diversity of students, their needs, interests and abilities

· Contribute to the planning of opportunities for students to learn in out-of-school contexts, in accordance with school policies and procedures to ensure students are engaged and included across school activities
· Monitor students’ responses to learning tasks and modify their approach accordingly

· Monitor students’ participation and progress and give constructive support to students as they learn to ensure they make good progress
· Contribute to maintaining and analysing records of students’ progress

· Use clearly structured teaching and learning activities so that they interest and motivate students, and advance their learning.

· Communicate effectively and sensitively with students to support their learning

· Use behaviour management strategies, in line with the school’s policy and procedures, which contribute to a purposeful learning environment

· Advance students’ learning in a range of classroom settings, including working with individuals, small groups and whole classes where the assigned teacher is not present

· Guide the work of other adults supporting teaching and learning in the classroom if appropriate
· Recognise and respond effectively to equal opportunities issues as they arise, including by challenging stereotyped views, and by challenging bullying or harassment, following relevant policies and procedures, and alerting managers as appropriate
· Organise and manage safely the learning activities, the physical teaching space and resources for which they are given responsibility and showing care and attention generally to inclusion resources
· Attend and participate in relevant meetings, training and performance appraisal processes as required.
Other Duties 
To attend relevant training/CPD sessions, inset days and twilights sessions and continue professional development as directed or required by AHT Inclusion 

· To take an active role in Department reviews with external agencies, including Ofsted, the Local Authority

· To carry out all duties and responsibilities with due regard to the organisation’s existing policies, such as child protection, health and safety, equal opportunities, and data protection 

· To play a full part in the life of the school community, to support its ethos and values, and to encourage staff and students to follow this example

· To actively and positively engage in the performance management process

· To be welcoming and courteous to all visitors to the school, and when representing the school in the wider community or within the scope of the role

· To undertake other duties and responsibilities as required from time to time commensurate with the grade of the post

Equal Opportunities

The School is committed to achieving equality of opportunity in its service provision and amongst the workforce. All employees are, therefore, expected to understand, comply with and promote the School’s policies in this respect and, in particular, take care not to commit any acts of unlawful discrimination.

Health & Safety

The postholder shall ensure that the duties of the post are undertaken with due regard to the Council’s, the Education, Children’s Services & Leisure Department’s, and the School’s Health & Safety Policy statements.   They shall also have regard to their personal responsibilities under the provisions of the Health & Safety at Work Act 1974 and all other relevant legislation. They should, therefore, ensure that they familiarise themselves with these documents.

In general, all staff are required to take due care for their own safety and the safety of their fellow employees at all times.

Safeguarding of Children and Young People

All schools in Redbridge are committed to safeguarding and promoting the welfare of children and young people and anyone applying to work in our schools is expected to share this commitment.

I have read, understood and accept the above job description. 

Last review date: May 2021 

Next review date: July 2022
Headteacher’s signature:
_______________________________________

Date: 



_______________________________________


Postholder’s signature:

_______________________________________

Date: 



______________________________________

Caterham High School     Person Specification: Higher Level Teaching Assistant: INCLUSION 

The person specification outlines the main attributes needed to adequately perform the post specified. It is intended to give prospective candidates a better understand of the post requirements.  It will be used as part of the recruitment process in identifying and shortlisting candidates.
	
	
	

	Experience & Qualification 
	Essential
	Desirable

	Hold a HLTA qualification
	X
	

	a qualification in English/ literacy and Mathematics/ numeracy, equivalent to at least level 2 (eg Grade C in Maths and English GCSE)
	X
	

	Experience of working in an Autistic Spectrum Disorder Resourced Provision or a similar setting for students with ASD
	
	X

	Evidence of experience supporting students with SEND to progress in all aspects of the curriculum
	X
	

	Experience of working with Hearing Impaired in all aspects of the curriculum 
	
	X

	Experience of working with children with English as an additional Language, in all aspects of the curriculum 
	
	X

	Experience in using to BSL  leveL 1 or Level 2
	
	X

	Successful experience of teaching students across a broad range of the attainment spectrum
	X
	

	Willingness and ability to obtain and/or enhance qualifications and training for development in the post (eg qualifications in Autism, SEN or EAL)
	X
	

	Knowledge and Skills 
	Essential
	Desirable

	Demonstrates a sound understanding of the qualities of good teaching and effective learning and how these can be applied to raise student attainment
	X
	

	Demonstrates an understanding of the effective planning and delivery of a balanced curriculum
	x
	

	Demonstrate ability to plan, assess and monitor progress
	x
	

	Has a clear vision and strong commitment to inclusion and how this can be achieved for students
	X
	

	Has the ability and strong commitment to working in partnership with staff and parents
	X
	

	Can set, maintain and actively promote high standards of student behaviour and be able to respond appropriately to challenging behaviour and de-escalate behaviours for positive outcomes.
	X
	

	Able to set, implement and report on targets according to the students EHCP
	X
	

	Able to share knowledge and support the development of other staff
	
	x

	Personal Attributes
	Essential
	Desirable

	Ability to deal with sensitive issues in a confidential manner
	X
	

	Empathy, flexibility, resilience and creativity, with a well-developed sense of proportion and humour
	X
	

	Enthusiasm, commitment, hard working and a desire to make a difference
	X
	

	Belief in the responsibility of a school to include students with a diverse range of educational needs
	X
	

	Ability to establish positive relationships and good rapport with adults and Sixth Form students
	X
	

	An understanding of and commitment to Equal Opportunities and diversity, and the issues affecting social, cultural, linguistic, religious and ethnic backgrounds Commitment to equal opportunities and upholding all school policies
	X
	

	Excellent communication and listening skills and a commitment to team work
	
	

	Confidence in working with standard computer packages (word processing, email and spreadsheets) and supporting students in the use of ICT
	X
	

	Efficient and effective organisational skills and an ability to prioritise and manage own workload to meet appropriate deadlines
	X
	

	A commitment to young people, their life chances, and being empathetic and responsive to differing needs
	X
	

	ADDITIONAL FACTORS
	ESSENTIAL
	DESIRABLE

	Display a knowledge of relevant legislation and guidance in relation to working with children and commitment to the protection and safeguarding of children and young people
	X
	

	Has an understanding of Health and Safety particularly in relation to the welfare of young people
	X
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